1. Enter the tcode PO13 (Maintain Position) into the menu bar on the SAP Easy Access screen. Click the green check

mark. o

= Menu Edit

o [ -] «

Favorites

Extras

System

|@

SAP Easy Access - User Menu

I =

e
B

e m & v oa

2. Enter the position number in the “Position” field and press the Enter key to populate the information.
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Name Code Valid fre
Retirement System Counselor 377700160901 09/01/2

3. Select the InfoType “Address — IT 1028”.
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Plan version
Position
Abbr.

Active - Planned
Infotype Mame

Object - IT 1000
Relationships - IT 1001
Description - IT 1002
Planned Comp - IT 1005
Vacancy - IT 1007

Acct. Assignment -IT 1008
Emp Grp/SubGrp - IT 1013
Cost Distribution-IT 1018
Address - IT 1028
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31002853
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Time period

(" JPeriod
From 01/01/1800| to 12/31/9999
(I Today (")Current week
(wAll (")Current month
(" JFrom curr.date (ILast week
()To current date (JLast month

(") Current Year

F@ Select.

PC/DHRA/DEM
02/01/2017



4. Select the Copy button to Maintain the current address stored on 1T1028: [0

OR
Select the Create button to Create a record on 1T1028:
5. Enter the Start Date and maintain or enter the work address.

Please note that the “street” field is only used if the whole address does not fit in the “House no/street” field.
“Address suppl.” and “House number” fields are not utilized.

Position 93650V111216 Personnel Program Consultant
Planning Status Active
Walidity 02/01/2017 to 12/31/9999 |‘f:)d" Change Information

Address - IT 1028

Subtype Main address - Record |1 of 2

Address suppl. x

House no/fstreet 101 Airport Road House number x
Street 2nd Floor

PCode/ City 40601 Frankfort

Country usa -

Region EY Kentucky

Telephone no.
Fax number

Distance in km.

]
Select the Save button: =

9 Previous record will be delimited at end. Do

you want to save?

| Yes || Mo ||x Cancel |

If you are maintaining ( @) the IT a warning message will be presented informing you “previous record will be delimited
at end”. Click “Yes” to save or “No” to cancel.

Once saved, you can now go back in to the Infortype and verify your changes were made.
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